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MINIMUM 
QUALIFICATIONS 
(CONTINUED) 
 

 
Qualifying experience may be combined on a proportionate basis if the requirements stated above include 
more than one pattern and are distinguished as "Either" I, "or" II, "or" III, etc.  For example, candidates 
who possess qualifying experience amounting to 50% of the required time of Pattern I, and additional 
experience amounting to 50% of the required time of Pattern II, may be admitted to an examination as 
meeting 100% of the overall experience requirement.  
 
OUT-OF-CLASS EXPERIENCE: A “completion of an out-of-class assignment” memorandum, dated within 
one year of assignment completion, is required to use as out-of-class experience to meet the minimum 
qualifications for examination purposes.  Employees may obtain this documentation from his/her 
Institutional Personnel Officer/Personnel Liaison. Out-of-class experience without required documentation 
will not be considered for examination purposes. 
 
NOTE: Equivalent to graduation from college refers to a Bachelor’s degree. Applicants must have the 
number of semester or quarter credits, as well as the required coursework necessary to be awarded a 
four year Bachelor’s degree. 
 
Applicants must show the specific course work completed or in progress to satisfy the entrance 
requirements on their Examination Application (Std. Form 678).  Include the title, number of 
semester or quarter credits granted, name of institution, and completion date. 
 

 
EXAMINATION  
PLAN 
 

 
INTERVIEWS WILL NOT BE HELD.  This examination will consist of a Qualifications Assessment 
weighted 100%.  To obtain a position on the eligible list, applicants must achieve a minimum rating of 
70% on the Qualifications Assessment. 
 
Candidates who meet the “Minimum Qualifications” will be mailed a Qualifications Assessment designed 
to elicit a range of specific information regarding each candidate’s knowledge, abilities, and potential to 
effectively perform the duties relative to the classification.  RETURN OF THE QUALIFICATIONS 
ASSESSMENT IS MANDATORY.  Candidates who do not return the completed Qualifications 
Assessment will be eliminated from this examination. 
 

Qualifications Assessment -- Weighted 100.00% 
 

Scope:  Emphasis in the examination will be on measuring competitively, relative to job demands, each 
candidate’s: 
 
A. Knowledge of: 

1. Applying principles and practices of public personnel management. 
2. Classification and pay principle used in analyzing and describing positions, establishing proper 

salary levels, and conducting classification and pay surveys. 
3. Techniques of employee recruitment. 
4. Employee relations and performance evaluation. 
5. Test construction and source of test materials. 
6. Principles, practices, and trends of public administration, and organization and management. 

 
B. Skill to: 

1. Applying principles and practices of public personnel management. 
 
C. Ability to: 

1. Perform research in various personnel fields. 
2. Interpret and apply laws, rules, standards, and procedures. 
3. Develop administer training programs. 
4. Analyze and solve difficult technical personnel problems. 
5. Appraise qualifications of applicants and interview effectively maintains the confidence and 

cooperation of others. 
6. Analyze data and present ideas and information effectively. 
7. Train and supervise subordinates. 
8. Assume and demonstrate independent responsibility for decisions and actions having broad 

              implications on various aspects of personnel management. 
 

 
ELIGIBLE LIST 
INFORMATION 
 

 
A departmental promotional eligible list will be established to fill vacancies for CDCR.  Names of 
successful candidates are merged onto the list(s) in order of final scores, regardless of date.  Eligibility 
expires 12 months after establishment, unless the needs of the service and conditions of the list(s) 
warrant a change in this period. 
 

 
POSITION  
DESCRIPTION AND 
LOCATION(S) 
 

 
An  Associate Personnel Analyst, under general direction plans and develops complex examinations 
with program consultants ensuring job-relatedness, management satisfaction, and cost effectiveness; 
conducts and leads validation studies for classifications used by the Department; acts as a chairperson of 
qualifications appraisal panels; administers and supervises the administration of examinations; makes 
decisions and provides advice and assistance on varied and difficult personnel management problems; 
analyze and classifies positions; gathers and evaluates pay data; conducts classification or pay surveys; 
prepares class specifications and allocation standards; acts as lead person for other personnel staff; and 
does other related work.  
 
Position(s) exist statewide with the Department of Corrections and Rehabilitation. 
 

 
SPECIAL TESTING 
ARRANGEMENTS 
 

 
If you have a disability and need special testing arrangements, mark the appropriate box on the 
“Examination Application.”  You will be contacted to make specific arrangements. 
 

 
VETERANS’  
PREFERENCE/ 
CAREER CREDITS 
 

 
Veterans’ Preference and career credits are not granted in promotional examinations. 
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GENERAL INFORMATION 
 
Applications are available at CDCR offices, California Department of Human Resources (CalHR) offices, local offices of the 
Employment Development Department, and online at http://jobs.ca.gov/Profile/StateApplication. 
 
The Department of Corrections and Rehabilitation reserves the right to revise the examination plan to better meet the needs of the 
service if the circumstances under which this examination was planned changed.  Such revisions will be in accordance with civil service 
laws and rules and all competitors will be notified. 
 
Examination Locations:  If this examination requires a written test and/or oral interview, they will be scheduled throughout the State at 
the correctional institutions, youth facilities, and/or parole regions.  However, locations of the written test and/or oral interview may be 
limited or extended as conditions change. 
 
Eligible Lists:  Eligible lists established by a competitive examination, regardless of date, must be used in the following order:  
1) subdivisional promotional; 2) departmental promotional; 3) multidepartmental promotional; 4) servicewide promotional; 
5)   departmental open;   6)   open.  When there are two lists of the same kind, the older must be used first. 
 
If you meet the requirements stated in this bulletin, you may take this examination.  Possession of the entrance requirement(s) does 
not assure success in the examination or placement on the employment list.  All candidates who pass the examination described in this 
bulletin will be ranked according to their scores. 
 
General Qualifications:  Competitors must possess essential personal qualifications including integrity, initiative, dependability, good 
judgment, ability to work cooperatively with others, and a state of health consistent with the ability to perform the assigned duties of the 
class.  A medical examination and fingerprinting may be required.  In open examinations, an investigation may be made of employment 
records and personal history. 
 
IT IS AN OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE A DRUG-FREE WORK PLACE.  ANY APPLICANT FOR 
STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE THE USE OF 
ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, THE RULES GOVERNING CIVIL SERVICE AND THE 
SPECIAL TRUST PLACED IN PUBLIC SERVANTS. 
 

ONLY INDIVIDUALS LAWFULLY AUTHORIZED TO WORK IN THE UNITED STATES WILL BE HIRED 
 

FOR CURRENT CDCR TESTING INFORMATION CALL (916) 322-2545 
Telecommunications Relay Service (TRS): DIAL 7-1-1 

www.cdcr.ca.gov 
 

THIS CANCELS AND SUPERSEDES ALL PREVIOUSLY ISSUED BULLETINS 

Associate Personnel Analyst.doc/SJ 
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